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THE EFFECTIVE DATE OF THIS ORDINANCE IS JULY 1, 2002
ORDINANCE NO. 02-16-312
AN ORDINANCE TO AMEND THE FREDERICK COUNTY PERSONNEL RULES

PREAMBLE

The Board of County Commissioners adopted Personnel Rules for Frederick County
on June 1, 1976, by Ordinance No. 76-8-68. The Personnel Rules have been amended
several times since then by Ordinance.

The Board of County Commissioners held a duly advertised public hearing on the
proposed changes to the Frederick County Personnel Rules on June 4,2002. Public comment
was received at this public hearing.

NOW, THEREFORE, BE IT ENACTED AND ORDAINED BY THE BOARD OF
COUNTY COMMISSIONERS OF FREDERICK COUNTY, MARYLAND, that, the
Frederick County Personnel Rules are hereby amended to read as shown on the attached
Rules.

AND BE IT FURTHER ENACTED AND ORDAINED BY THE BOARD OF
COUNTY COMMISSIONERS, that this Ordinance shall take effect on July 1, 2002, or after
a copy of the Ordinance has been filed with the Clerk of the Court and a fair summary of the
Ordinance has been published in at least one newspaper of general circulation, pursuant to

Section 4(b) of Article 25 of the Annotated Code of Maryland, whichever shall last occur.
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[Brackets] indicate matter deleted from existing Ordinance.
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circulation, pursuant to Section 4(b) of Article 25 of the Annotated Code of Maryland,

whichever shall last occur.

The undersigned hereby certifies that this Ordinance was approved and adopted on the

18th day of June, 2002.

ATTEST: BOARD OF COUNTY COMMISSIONERS
ﬁ; Q ﬂ—\ OF FR:?RICK COUNTY, MARYLAND
Douglas D. Browmng Dav1d P. Gray

Acting County Manager President
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[Brackets] indicate matter deleted from existing Ordinance.



. CHAPTER|
GENERAL PROVISIONS

Section 1 ~ Authority
These Personnel Rules do not limit the authority of the Board of County Commissioners or other appointing authoiiy -
regulate the competent and efficient operation and management of the Frederick County Government.

Section 2 - Purpose

The purpose of these rules is to establish procedures which will serve as a guide to administer action concerniro 1.
various personnel activities and transactions. They are intended to provide the most reasonable methods whereby h:: i, .
of the personnel program can be carried out.

Section 3 - Positions Covered
These rules shall cover all employees who are appointed or paid by the Board of County Commissioners on ait [ivufiv,
weekly, monthly, or yearly rate except as otherwise provided [for] herein (refer to Chapter IV).

Section 4 - Funding of Benefits
All benefits are subject to the allocation of funds by the Board of County Commissioners.

Section 5 - Administration '
These rules shall be administered by the Director of [Personnel] HUMAN RESOURCES under the direction of the Board
of County Commissioners.

Section 6 - Interpretation

These rules are intended to cover most personnel situations and actions for which the Board of County Commissioners
is responsible. Those personnel situations and actions not specifically covered shall be handled by the Direcior of
[Personnel] HUMAN RESOURCES in keeping with the intent and the objectives of these rules.

Section 7 - Authorized Representative

When an action is required by a person occupying any position referred to herein, in the absence of such person, his/her
duly authorized representative may act. The term “Division Director” as used in these Personnel Rules where appropriate
includes Division Directors, Department Heads, Agency Directors, [Bureau Chiefs] or the designee of any of these.

Section 8 - Publication and Distribution
These rules shall be published in booklet form and be made available to all County employees and their representatives.

Section 9 - Employees of Frederick County Sheriff's Office

All employees appointed by the Frederick County Sheriff are subject to these rules except as follows: a) these employees
are not subject to Chapter ill, Section 9; Chapter IV, Section 3; Chapter VIII, Section 4; and Chapter X, Section 3; and b) to
the extent the Law Enforcement Officers Bill of Rights (LEOBR) applies, LEOBR shall prevail. The Frederick County Sheriff's
Office policies and procedures shall constitute the County Personnel regulations for those matters covered in subsection a
(above). In all other respects these Personnel Rules shall apply to the employees appointed by the Sheriff.

Section 10 - Employees of Frederick County Public Libraries

Employees in the Frederick County Public Libraries (FCPL) system are under the authority of the FCPL Board of Trustees.
FCPL has adopted the Frederick County Personnel Rules except where those rules conflitt with state law relating to public
libraries or with FCPL personnel procedures.

Section 11 - Employees of Frederick County State’s Attorney Office
These rules do not apply to the employees appointed by the Frederick County State’s Attorney except to the extent that
the State's Attorney elects to have the rules apply or as otherwise required by law.

Section 12 - Directors
By separate resolution (Resolution 97-09 as amended from time to time), the Directors (as listed in that separate
resolution) are not subject to Chapters VI, Vil and IX of these rules.



a Chapter | - General Provisions
Section 13 - Intra-Deparimental Rules

A. Because of the varied nature of the many departments of the County, it may be necessary for a Division iic.1o0 i«
establish specific intra-departmental rules necessary for the operation of that department and which may ¢ty 1.,
to that department.

B. Such intra-departmental rules may be prepared and implemented by a Division Director but such rules mus{ Lic it
writing. A copy of such rules must be distributed to every employee of the department and be filed with the i (o
of [Personnel] HUMAN RESOURCES.

C. Intra-departmental rules may not conflict with the County Personnel Rules. [f there is a conflict, County Pc:ioorow |
Rules prevail.



CHAPTERI
CLASSIFICATION PLAN

Section 1 - Definitions
A. A pasition is a group of currently assigned duties and responsibilities requiring full-time or part-time employmeti o1 o1
person. A position may be occupied or vacant.
B. A class is a group of positions (or one position) that: (1) has similar duties and responsibilities; (2) requirc~ i
qualifications; and (3) can be equitably compensated by the same salary range.
C. Aclassftitle is the official designation of a position as stated in the class specification. It shall be used on ali [ /Mt
RESOURCES [Personnel] records and actions.

Section 2 - Administration of the Classification Plan

The Director of HUMAN RESOURCES [Personnel], under the direction of the Board of County Commissicicr |
responsible for administering the Classification Plan. It is his/her duty to examine the nature of the positions as (/' v ¢
created and to allocate them to the existing class or create new classes; to make such changes in the Classificaiion | i1
as are made necessary by changes in the duties and responsibilities of existing positions; and, periodically, to review {fic .1
Classification Plan and recommend appropriate changes in allocations or in the Classification Plan.

Section 3 - Classification of New Positions

Whenever a new position is established or duties of an old position change, the Division Director shall submit in v it a
comprehensive job description detailing the duties of such a position. The Director of HUMAN RESOURCES [Persoi:icl,
with the approval of the County Manager, shall classify the position to one of the classes in the Classification Plzn. fa
suitable class does not exist, he/she shall recommend the establishment of a new class which must be approved by the
County Manager, and then classify the position to it.

Section 4 - Classification Appeals

if an employee has facts which indicate that his/her position is improperly classified, the employee may request the Division
Director to review the classification of the postition and submit a request for reclassification. The Division Director may submit
such a request in writing to the County Manager, through the Director of HUMAN RESOURCES [Personnel}, with a statement
of justification. Such classifications shall continue in force until changed under the provisions of these rules.

Section 5 - Maintenance of Plan

A. Each time a new position is proposed to be established, a position description shall be completed by the Division
Director and submitted to the Director of HUMAN RESOURCES [Personnel] for review. The Director of HUMAN
RESOURCES [Personnel] shall submit his/her findings and recommendations to the County Manager for approval.

B. Each time a department or division is reorganized, position descriptions for all affected employees shall be submitted
to the Director of HUMAN RESOURCES [Personnel] for review and approval.

C. The Director of HUMAN RESOURCES [Personnel] may require departments/divisions or employees to submit position
descriptions on a periodic basis or at any fime there is reason to believe that there has been a change in the duties and
responsibilities of one or more positions.

D. Each time a new class is established, a class specification shall be written and incorporated in the existing Plan. The
class title shall be added to the Classification Plan. Likewise, an abolished class shall be deleted from the Classification
Plan by removing the class specification and eliminating the class title.

E. Class specification descriptions shall be distributed to all Division Directors and be available upon request to employees
and their representatives. )

Section 6 - Interpretation of Class Specifications

The class specifications are descriptive and not restrictive. They are intended to indicate the kinds of positions which shall
be allocated to the classes established. In a series of classes, such as the Administrative Specialist classes, the
specifications for all classes should be reviewed as a unit.



Chaptet Il - Classification Plan (continued)

t

Section 7 - Non-classified Positions and Employees
A. Due to the nature and conditions involving certain positions throughout the County government, it may be impractical
to establish these positions as part of the regular Classification Plan as they apply to compensation and fringe benefits.
. These positions shall be known as “non-classified positions” and persons filling these positions shall be known as “non-
classified employees”. Examples of such non-classified positions and employees may be persons working as
SHELVERS [Pages] in the Library system, persons employed under a “work-study” or a “seasonal jobs” program, part-
time employees, and emergency employees. ‘
B. The Director of HUMAN RESOURCES [Personnel] shall maintain a description of “non-classified” positions as an
addendum to the Classification Plan.

C. Non-classified employees shall be required to observe all Personnel Rules relating to employment the same as
classified employees.

Section 8 - Official Copy of the Classification Plan
The Director of HUMAN RESOURCES [Personnel] shall be responsible for maintaining an official copy of the Classification

Plan. A copy of the official plan shall be available for inspection by the public under reasonable conditions during business
hours.



- CHAPTER Il
COMPENSATION PLAN

Section 1 - Composition
The salary schedules as adopted by the Board of County Commissioners as a part of the annual budgeting process shall
constitute the grades and rates of pay for all classifications in the County Classification Plan and represent the rates of pay
applicable to the positions for annual full-time employment based on the standard work week for those positions.
A. The rates of pay for “non-classified positions” are not a part of the Compensation Plan since these may vary between
the minimum set by the Fair Labor Standards Act and the minimum of the Compensation Pian.
B. The rates of pay for “non-classified positions” shall be set by the Board of County Commissioners as part of the annual
budgeting process.

Section 2 - New Appointees
A. Generally, a new employee shall be paid the minimum rate of pay for the class. Exceptions may be granted upon the
prior approval of the Director of HUMAN RESOURCES [Personnel], County Manager or Board of County Commissioners

in the following cases:

1. The minimum rate for each class is based upon the requirement that a new employee meets the minimum
qualifications stated in the class specifications. If it becomes necessary to appoint a new employee of lesser
qualifications, he/she should begin at one or possibly two grades below the minimum rate of the class.

2. If a new employee more than meets the minimum qualifications, and will not accept appointment at the minimum
rate of the class, he/she may be appointed at a higher rate of pay. This practice should be used in emergencies
only. Cases should be thoroughly analyzed and measured against objective standards. In addition, every effort
should first be made to recruit the best qualified employee who will accept appointment at the minimum rate of
the class.

B. All new employees are on probation during the first six (6) months of employment.* Termination may occur at any time
during the probationary period. The probationary period may be extended for an additional time, not to exceed six (6)
months, upon request of the Division Director and approval of the Director of HUMAN RESOURCES [Personnel].

Section 3 - Promotions
A* When an employee is promoted to a position in a higher grade, the employee’s current rate of pay shall be increased
by 7% of that rate of pay, or to the minimum of the new grade, whichever is higher (the new rate of pay cannot exceed
the maximum of the new grade).
B. Whenever possible, classified employees working for Frederick County shall be considered for promotion for positions
which become available. Outside applicants will be considered thereafter.

Section 4 - Upgrades

When an employee is promoted to a position in a higher grade due to meeting the requirements of service time, additional
education and training, and satisfactory performance, these promotions shall be considered an upgrade. The employee’s
current rate of pay will be increased by 3.5% of that rate of pay, or will be increased to the minimum rate for the higher grade,
whichever is higher.

SECTION 5 - ACTING CAPACITY PAY ’

WHEN AN EMPLOYEE IS TEMPORARILY ASSIGNED TO PERFORM DUTIES OF A HIGHER GRADE, THE
EMPLOYEE’S RATE OF PAY SHALL BE INCREASED BY 7% OF THAT RATE OF PAY, OR TO MINIMUM OF THE NEW
GRADE, WHICHEVER IS HIGHER. THIS INCREASE SHALL APPLY ONLY TO THOSE TEMPORARY ASSIGNMENTS
WHICH ARE TO BE AT LEAST THIRTY (30) DAYS IN DURATION AND SHALL COMMENCE WITH THE FIRST FULL DAY
OF SUCH EMPLOYMENT. IF AN EMPLOYEE IS PROMOTED TO POSITION AFTER SERVING IN AN ACTING CAPACITY,
THE PROMOTION SALARY INCREASE WILL BE BASED ON THE EMPLOYEE’S PRE-ACTING CAPACITY WAGE;
HOWEVER, THE EMPLOYEE’S SALARY AFTER PROMOTION SHALL NOT BE LESS THAN THE ACTING CAPACITY
WAGE. ACTING CAPACITY COMPENSATION SHALL BE AUTHORIZED BY THE DIVISION DIRECTOR AND THE
DIRECTOR OF HUMAN RESOURCES.

* The probationary period for certain positions as designated by the Sheriff in the Frederick County Sheriff's Office is 18
months. The probationary period for certain positions as designated by the Director of Emergency Services in the Emergency
Services Division is 12 months.

** Section 3A does not apply to employees promoted from other County positions into the position of Deputy Sheriff with the
Sheriff's Office. The rate of pay for these employees will be adjusted to equal the base of the grade for Deputy Shetiff. Refer
to Chapter |, Section 9.
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, Chapter lll - Compensation Plan (continued)

Section 6 [5] - Demotions

When an employee is demoted 1o a lower class position, or when an employee of a higher class position applies for a lower
class position and is approved, the employee shall be paid at a rate which is within the approved range for the lower class
position], wherever possible].

A. Involuntary Demotion: In the case of a demotion for disciplinary reasons, the employee’s current rate of pay will be
reduced by 7% of that rate of pay and placed within the lower pay grade range (the new salary cannot fall below the
minimum of the new grade). (Refer to Chapter VI, Section 3)

B. Voluntary Demotion: In the case of a voluntary demotion, the employee's current rate of pay shall be reduced by 3.5%
of that rate of pay and placed within the lower pay grade range.

Section 7 [6] - Part-time Employment
Part-ime employees will be paid the hourly equivalent of the annual salary assigned to the position for which they are hired.

Section 8 [7] - Annual Increments; Effective Date of Increments
A. [The salary grade ranges adopted in conjunction with the Compensation Plan provide for annual increments based upon
an employee’s satisfactory performance, but the implementation of these increments shall be the decision of the Board
of County Commissioners during the annual budgeting process. The annual increment is 3.5% of the midpoint of an
employee’s current pay grade. In addition, the Board of County Commissioners may determine that an economic
adjustment will also be available.]

THE SALARY RANGES ADOPTED IN CONJUNCTION WITH THE COMPENSATION PLAN PROVIDE FOR ANNUAL
INCREMENTS BASED UPON AN EMPLOYEE’S OVERALL PERFORMANCE RATINGS, BUT THE IMPLEMENTATION
OF THESE INCREASES SHALL BE THE DECISION OF THE BOARD OF COUNTY COMMISSIONERS DURING THE
ANNUAL BUDGETING PROCESS. THE REGULAR INCREASE CONSISTS OF THE ANNUAL INCREMENT WHICH
IS 3.5% OF THE MIDPOINT OF THE EMPLOYEES’ CURRENT GRADE. IN ADDITION, THE BOCC MAY DETERMINE
THAT AN ECONOMIC ADJUSTMENT WILL ALSO BE AVAILABLE AND WILL BE A PART OF THE REGULAR
INCREASE.

B. Based on the decision of the Board of County Commissioners that an annual increment will be provided, the following
shall be the conditions of those to receive increments.

1. Employees employed for an entire fiscal year will be eligible to receive the full increment.

2. Employees who are hired during the fiscal year will be eligible to receive a pro-rated increment based upon 1/12
of the increment for each full month or portion of a month employed during the fiscal year.

3. An employee who has a leave of absence (any type) for more than S0 calendar days in any fiscal year shall be
eligible to receive a pro-rated increment for the humber of months actually worked, based upon the formula in
Section 8B2 above.

[4. The annual increment, or any portion thereof, may be denied by the Division Director based upon unsatisfactory

waork performance.)

C. BASED ON THE PAY FOR PERFORMANCE SYSTEM, AND THE DECISION OF THE BOCC THAT A REGULAR
INCREASE WILL BE PROVIDED, REGULAR EMPLOYEES WILL BE ELIGIBLE TO RECEIVE INCREASES BASED
ON THE PAY FOR PERFORMANCE RATINGS AS FOLLOWS:

1. OVERALL RATING OF 5 (SIGNIFICANTLY AND CONSISTENTLY EXCEEDS ALL
STANDARDS/EXPECTATIONS) -
a. EXEMPT EMPLOYEES - 100% OF REGULAR INCREASE PLUS 100% OF REGULAR INCREASE AS A
BONUS
b. NON EXEMPT EMPLOYEES - 100% OF REGULAR INCREASE PLUS 100% OF REGULAR INCREASE AS
A BONUS (MINIMUM BONUS $1,500)
2. OVERALL RATING OF 4 (EXCEEDS STANDARDS/EXPECTATIONS)
a. EXEMPT EMPLOYEES - 100% OF REGULAR INCREASE PLUS 50% OF REGULAR INCREASE AS A
BONUS
b. NON EXEMPT EMPLOYEES - 100% OF REGULAR INCREASE PLUS 50% OF REGULAR INCREASE AS
A BONUS (MINIMUM BONUS $750)
. OVERALL RATING OF 3 (MEETS STANDARDS/EXPECTATIONS) - 100% OF REGULAR INCREASE
. OVERALL RATING OF 2 (FAILS TO MEET STANDARDS/EXPECTATIONS) - 50% OF REGULAR INCREASE
OVERALL RATING OF 1 (UNSATISFACTORY) - NO INCREASE

o bW



~ Chapter lll - Compensation Plan (continued)
Section 9 [8] -~ Overtime* ¢

A. When an employee’s actual hours worked exceed 40 hours in one week, any additional hours worked authorized by he
Division Director, may be paid at a rate one and one-half times the employee’s regular hourly rate.

B. In the event of an emergency caused by unusual and adverse weather conditions, and/or an event that adversely siicoi.
the normal operations of a County facility, that requires County employees to work other than their regularly schedicd
working hours, the employee may be paid 1% times his/her regular hourly rate for the excess hours whether or i, f1is:/1 ¢ |
total work week hours exceed 40 hours, if authorized by the Division Director.

C. This section only applies to those employees whose positions are designated as non-exempt in the position classi o{ion
schedule.

Section 10 [9] - Interpretation

The Director of HUMAN RESOURCES [Personnel] shall be responsible for interpreting the application of the Compc.1i.o.. (¢,
Plan to pay situations which are not specifically covered by these rules, using the principles expressed herein as a poticy ;i .

* This Section does not apply to certain employees of the Sheriff's Office. Refer to C T Section S.
4 Overtime is computed differently for Firefighters AND CERTAIN EMPLOYEES OF CITIZEN’S NURSING HOME.

Nrmavc 4P tTHIFR



- . CHAPTER IV
TYPES OF EMPLOYEES AND APPLICABLE BENEFITS

Section 1 - Regular Employees (Full-time and Part-time)

A. A regular employee is an individual who has been appointed to a budgeted position approved by the Board of Couiity
Commissioners and who has completed the probationary period of employment and thereafter been certified Hv {lic
Division Director as having achieved a regular employee status. A regular employee is eligible for all benefits pi«.. i o
by the County, including the right to the appeal procedure.

B. A regular part-time employee is an individual who has been appointed to a budgeted position by the Board of <:c.::'.1\
Commissioners who does not work the standard work week, but is employed to work certain hours on a regulsi . i .
After completing the probationary period of employment, the individual is certified by the Division Director as {izviig
achieved a regular part-time employee status. If the POSITION IS BUDGETED [employee works] at least 50% . il
hours of A [the] fulltime POSITION [employee, on a regular basis], THE EMPLOYEE [he/she] is entitled to a propoitionaic
percentage of annual and sick leaves and paid holidays in relation to the work hours of THE full-time POSIT1ON
[employees]. Eligibility for other benefits is determined according to the conditions applicable to the benefit.

Section 2 - Temporary Employees

A. County Funded Employees: A temporary employee is an individual who may be employed to fulfill a vacancy creaica v
emergency, sickness, military leave or other authorized leaves of absences, or County need. He/she is automaticolly
terminated when the person being replaced returns to the position, or the temporary County need has been fulfilled. 1.«
employees are not eligible for any fringe benefits other than paid holidays should they occur during the period o
employment.

B. Non-County Funded Employees: An individual who is employed through a State or Federal grant or other possible {unding
is considered a temporary employee. A temporary employee enters employment on the conditions of the funding involvod
and only is eligible for those fringe benefits provided by the funding. A temporary employee is automatically terminaicd
and the position abolished with no obligation assumed by the County once funding is terminated.

C. Part-time Employees: A part-time employee is an individual who may be employed to work full or part work weeks on a
seasonal basis, a person on a work-study program, or a student or individual who may be employed to work full or pait
work weeks on a limited time basis. Part-time employees do not receive any leave or fringe benefits, including paid
holidays. Part-time employees are paid only for hours worked.

D. None of the employees referred to in this section are eligible for the appeal procedure.

Section 3 - Probationary Employees*

A. New Employees: Each person, upon initial appointment to any position in the classified service (regardless of the funding
source), shall be known as a “probationary employee” until he/she satisfactorily completes a probationary period of six (6)
calendar months* (see Chapter lll, Section 2B). The probationary period shall be regarded as an integral part of the
County evaluation process and shall be utilized for closely observing the new employee’s work. An employee may be
terminated at any time during the probationary period. An employee’s probationary period under this category may be
extended for an additional time, not to exceed six (6) months, upon request of the Division Director and approval of the
Director of HUMAN RESOURCES [Personnel]. A probationary employee is not eligible for the appeal procedure.

B. Regular Employees: Regular employees who are promoted, demoted or transferred to another position for any reason_
whatsoever must undergo a probationary period of three (3) months to show that they have proven ability to perform
satisfactorily in the new position.

1. An employee in this category may be terminated at any time during the probationary period if his/her work proves
unacceptable and unsatisfactory or for any other reason referred to in Chapter VI.
2. Aregular employee who is undergoing this type of probationary period shall maintaini all County benefits he/she has
achieved in the previous position.
3. An employee’s probationary period under this category may be extended for an additional time, up to a total of six
months, upon request of the Division Director and approval oj} the Director of HUMAN RESOURCES [Personnel].
1A
* The probationary period for certain positions as determined by the Director of Emergency Services in the Emergency Services
Division is 12 months. The probationary period for certain positions as designated by the Sheriff in the Frederick County Sheiiif's
Office is 18 months.



—Chaﬁte“r IV - Types of Employees and Applicable Benefits (continued)

Section 4 - Elected Officials

Elected officials are exempt by law from the Personnel Rules, but may be eligible for certain “fringe benefits” such as the
retirement ptogram, HEALTH CARE PLANS [hospitalization insurance program], life insurance program, etc., which have been
accorded regular County employees, as long as there are no conditions of the fringe benefit program involved that may prohibit
participation.



' CHAPTERYV
EMPLOYEE PERFORMANCE EVALUATIONS/PAY FOR PERFORMANCE

Section 1 - Objective

The purpose of the employee performance evaluation shall be primarily to inform [new] employees [and/or reysilar
employees who have transferred to a new position] on how well they are doing their work and how they can improve {lrei
work performance. The performance evaluation SHALL [may] also be used TO MEASURE AND REWARD
PERFORMANCE BASED ON AGREED UPON JOB PERFORMANCE CRITERIA IN ACCORDANCE WITH THE COURT /'3
PAY FOR PERFORMANCE SYSTEM. [for evaluating any regular employee in regard to recommending salary irici . ¢ «
and decreases;] IT MAY ALSO SERVE as a basis for training, demotion, transfer, or dismissal; and for such other pu|«: ¢«
as set forth in these regulations. THIS SYSTEM IS NOT INTENDED TO PRECLUDE DISCIPLINARY ACTION THA1 /.Y
BE IMPOSED IN ACCORDANCE WITH CHAPTER VI OF THE PERSONNEL RULES.

Section 2 - Period of Evaluation/PROCESS

A. REGULAR EMPLOYEES
THREE (3) PERFORMANCE/REVIEW/COUNSELING SESSIONS MUST BE CONDUCTED DURING 1 ;'
EVALUATION YEAR PERIOD.

- THE FIRST SESSION - THE PERFORMANCE GOAL SETTING REVIEW WILL BE CONDUCTED AT "I
BEGINNING OF THE EVALUATION PERIOD. AT THIS COUNSELING SESSION, THE EMPLOYER /Ll
SUPERVISOR WILL DETERMINE THE PERFORMANCE FACTORS AND GOALS.

- THE SECOND SESSION - THE INTERIM PERFORMANCE REVIEW WILL BE CONDUCTED AT LEAST QNN C] .
DURING THE YEAR TO DISCUSS PERFORMANCE AND NOTE ANY CHANGES IN CONDITIONS Cl<
ASSUMPTIONS AFFECTING FACTORS AND GOALS.

- THE THIRD SESSION - THE ANNUAL PERFORMANCE REVIEW WILL BE HELD AT THE END OF I | [I2
PERFORMANCE EVALUATION PERIOD TO REVIEW PERFORMANCE FACTORS AND GOALS, COMPARE
ACTUAL PERFORMANCE WITH FACTORS AND GOALS, AND DISCUSS THE RATINGS.

B. PROBATIONARY, TRANSFERS, PROMOTIONS, DEMOTIONS

Evaluations of nhew employees are to be made no later than three (3) weeks prior to the conclusion of the
employee's probationary period on approved evaluation forms.

Evaluations of regular employees who have transferred to a new position for any reason whatsoever shail be
made no later than three (3) weeks prior to the conclusion of the probationary period.

If the probationary period has been extended for a regular employee who has transferred to a new position,
another evaluation shall be made three (3) weeks prior to the conclusion of the extended probationary period.

[All regular employees shall be evaluated annually at a time determined by the Director of Personnel and at the
time of separation.]

Section 3 - Evaluators

Evaluations shall be made by the immediate supervisor of each employee and [they] shall be reviewed by the Division
Director. An employee in a supervisory position who is leaving the position shall be required to submit performance
evaluation forms on all the employees under his/her supervision who are on a probationary status.

SECTION 4 - RATINGS/PERFORMANCE LEVELS

UNDER THE PAY FOR PERFORMANCE SYSTEM, THE EMPLOYEE WILL BE RATED ON AN OVERALL BASIS FROM
1 TO 5. THE DEFINITIONS AND CONSEQUENCES OF THESE LEVELS FOLLOW. THE COMPENSATION FOR EACH
LEVEL IS DEFINED IN CHAPTER Ill, SECTION 8.

A. (5)- SIGNIFICANTLY AND CONSISTENTLY EXCEEDS ALL STANDARDS/EXPECTATIONS: CONSISTENTLY
EXCEEDS THE HIGHEST ESTABLISHED STANDARDS/EXPECTATIONS.

B. (4) - EXCEEDS STANDARDS/EXPECTATIONS: EXCEEDS NORMAL STANDARDS/EXPECTATIONS.

10



: Ch&.lptél’ V - Employee Performance Evaluations/PAY FOR PERFORMANCE (continued)

C. (3) - MEETS STANDARDS/EXPECTATIONS: CONSISTENTLY MEETS THE BASIC REQUIREMENTS FOR f i+
POSITION. AN EMPLOYEE MUST ACHIEVE AN OVERALL RATING OF 3 TO BE CONSIDERED FUL|.y
SATISFACTORY BY MEETING ALL THE STANDARDS/EXPECTATIONS OF HIS/HER POSITION.

D. (2) -FAILS TO MEET STANDARDS/EXPECTATIONS: DOES NOT MEET ALL STANDARDS/EXPECTATIONS,
BUT INDICATES POTENTIAL TO FUNCTION EFFECTIVELY IN THE POSITION. EMPLOYEES THAT RECFV]
A FINAL AVERAGE (OVERALL RATING) OF “2" OR BELOW WILL BE PLACED ON A CONDITIONAT
EMPLOYMENT STATUS BASED UPON THE CRITERIA SPECIFIED IN THE PERFORMANCE EVALUATICN /1)
WILL HAVE HIS/HER EMPLOYMENT STATUS RE-EVALUATED.

FOR AN EMPLOYEE WITH CONDITIONAL STATUS, PERFORMANCE EVALUATIONS WILL BE COMPI.L.'7| |
EVERY NINETY DAYS TO VERIFY PROGRESS AND COMPLIANCE TOWARD THE SPECIFIC CRITERU/ /N
GOALS. IF THE OVERALL RATING BECOMES A “3", THE EMPLOYEE WILL BE REMOVED "kl
CONDITIONAL STATUS. HOWEVER CONTINUED FAILURE TO MEET STANDARDS (OVERALL RATING OF
“2") MAY RESULT IN DISCIPLINARY ACTION.

E. (1) - UNSATISFACTORY: CONSISTENTLY FALLS BELOW STANDARDS/EXPECTATIONS, AND APPEARS
UNABLE TO FUNCTION EFFECTIVELY IN THE POSITION.

INTERIM EVALUATIONS WITH AN OVERALL RATING OF “1" MUST BE REVIEWED AND APPROVED BY THE
DIRECTOR OF HUMAN RESOURCES BEFORE REVIEW WITH THE EMPLOYEE. THIS EVALUATION SHOULD
CLEARLY STATE THAT IF SPECIFIC IMPROVEMENTS ARE NOT MADE AND THE FINAL RATING IS A “1",
THE EMPLOYEE WILL BE TERMINATED.

ANY ANNUAL EVALUATION WITH AN OVERALL RATING OF “1" MUST HAVE BEEN REVIEWED/APPROVED
BY THE DIRECTOR OF HUMAN RESOURCES PRIOR TO THE PERFORMANCE REVIEW SESSION WITH THE
EMPLOYEE.

IF THE FINAL EVALUATION RATING IS A “1", THE EVALUATION IS GIVEN TO THE EMPLOYEE AND THE
EMPLOYEE IS SEPARATED FROM EMPLOYMENT.

Section 5 [4] - Review with Employees

The evaluator shall discuss each performance evaluation with the employee being evaluated, except at the time of
separation of an employee from service. The employee has the right to comment as to whether or not he/she agrees with
the evaluation. [If an employee disagrees with the supervisor's appraisal of histher work, the employee discusses the points
in question with the supervisor. If an agreement cannot be reached, the disputed points are taken to the Division Director.
If an agreement still cannot be achieved, the disputed points may be taken to the appointing authority of the personnel of the
department concerned. At this point an intensive evaluation of the points raised is to be made, and adjustments made if
justified. In any case, the employee’s objections to the appraisal are to be made a part of the permanent record along with
the appraisal.] ’

SECTION 6 - APPEAL OF PERFORMANCE EVALUATION

IF AN EMPLOYEE FEELS THAT HE/SHE HAS NOT BEEN RATED PROPERLY, THE EMPLOYEE MAY FiLE A
WRITTEN APPEAL REQUESTING A HEARING TO THE DIVISION DIRECTOR OR APPROPRIATE ADMINISTRATOR
WITHIN FIVE (5) WORKING DAYS OF THE FINAL REVIEW SESSION. THIS REQUEST SHOULD SET FORTH THE
GROUNDS FOR THE APPEAL.

UPON RECEIPT OF THE REQUEST FOR A HEARING, THE DIVISION DIRECTOR OR APPROPRIATE
ADMINISTRATOR SHALL SET A DATE, TIME, AND PLACE FOR SUCH HEARING NOT LESS THAN FIVE (5) NOR MORE
THAN TEN (10) WORKING DAYS AFTER RECEIPT OF THE REQUEST, UNLESS OTHERWISE MUTUALLY AGREED
UPON BY BOTH PARTIES, AND SHALL NOTIFY THE EMPLOYEE THEREOF. AFTER THE HEARING, THE DIVISION
DIRECTOR OR APPROPRIATE ADMINISTRATOR WILL ADVISE THE EMPLOYEE OF THE DECISION
WITHIN FIVE (5) WORKING DAYS.
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L
* Chapter V - Employee Performance Evaluations/PAY FOR PERFORMANCE (continued)

IF THE EMPLOYEE STILL IS UNSATISFIED, THE EMPLOYEE MAY FILE A WRITTEN APPEAL TO THE DIR( ¢4,
OF HUMAN RESOURCES. THE WRITTEN APPEAL MUST BE FILED WITHIN FIVE (5) WORKING DAYS /115
RECEIPT OF THE DECISION OF THE DIVISION DIRECTOR’S DECISION AND MUST BE SUBMITTEDR QI 11
PERFORMANCE EVALUATION APPEALS FORM WITH DOCUMENTATION OF THE REASONS FOR THE APPEAL.. Tl
WRITTEN APPEAL WILL BE REVIEWED BY THE DIRECTOR OF HUMAN RESOURCES ALONG WITH ONE DIVISIGh
DIRECTOR. THIS DIVISION DIRECTOR WILL BE CHOSEN BY THE EMPLOYEE FROM A LIST OF FIVE (5) uIVIS|On
DIRECTORS SELECTED BY THE DIRECTOR OF HUMAN RESOURCES TO SERVE AS AN APPEALS COMMIT I I"0)1:
A ONE (1) YEAR PERIOD. IF THE DIVISION DIRECTOR WHO HELD THE INITIAL HEARING IS ON THE A1/ 5
COMMITTEE, THIS DIVISION DIRECTOR CANNOT BE SELECTED BY THE EMPLOYEE.

THE DIRECTOR OF HUMAN RESOURCES AND THE SELECTED DIVISION DIRECTOR WILL REVIEW THE vvi<i1 ¢ | 1
APPEAL AND DOCUMENTATION AND WILL RENDER A DECISION WITHIN FIFTEEN (15) WORKING DAY¢ )i°
RECEIPT OF THE APPEAL. THE DECISION OF THIS COMMITTEE WILL BE FINAL.

Section 7 [5] - Performance Evaluations Confidential

Performance evaluations shall be confidential and shall. be made available only to (a) the employee evaluated of 1...10.f
representative; (b) his/her supervisor or Division Director; (c) the Director of HUMAN RESOURCES [Personnel] or | ii:/her
representative; or (d) the Board of County Commissioners or the Board’s duly authorized REPRESENTATIVE [desigi.cc].

Section 8 [6] - Changes in Evaluation

Once the performance evaluation has been discussed with and given to the employee, and the employee has signed {hat
hefshe has read it and had the opportunity to discuss the performance evaluation, no changes can be made o {he
performance evaluation forms without the approval of both the Division Director and the employee UNLESS 1HE
EVALUATION IS MODIFIED THROUGH THE APPEAL PROCESS.

Section 9 [7] - Other Employees

Those employees who serve at the pleasure of the Board of County Commissioners, or at the pleasure of some other
board, agency, committee, commission or individual, shall be evaluated by the individua! or body to whom the employee is
responsible. (See County Resolution 97-09 as revised)

[SPECIAL NOTE]
[Approved evaluation forms can be found in the Appendix of the Personnei Rules ]
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¢ ) CHAPTER VI*
DISCIPLINARY ACTION

Except as otherwise provided for by statutes or by resolutions of the Board of County Commissioners, the following (< 101
shall govern disciplinary actions affecting employees in the classified service,

Section 1 - Dismissals

All dismissals are made by the appropriate Division Director through the Director of HUMAN RESOURCES [Ferscuncll, v
dismissal of a regular employee shall take effect until a Division Director gives to such employee a written statement il i
the reasons therefore and his/her appeal rights and the employee is given an opportunity to respond to the reasons ¢iv 1o
the dismissal. An employee who has been dismissed shall be paid for histher ACCRUED annual, HOLISAY /N
COMPENSATORY leave, and may be denied re-employment rights.

Section 2 - Suspensions

A Division Director may, for disciplinary purposes, suspend without pay any employee in histher department for & el .
time he/she considers appropriate, not exceeding five (5) working days. A written statement specifically setting {ortl oo one,
for such suspension shall be furnished to the affected employee by the Division Director and a copy filed with the i cior
HUMAN RESOURCES [Personnel]. With the approval of the Board of County Commissioners, or the appointing autlioiiv, sn
employee may be suspended for a longer period pending the investigation or hearing of any charges made against hin/her.

Section 3 - Demotions

A Division Director may demote an employee for cause. A written statement of the reasons for any such action shall be
furnished to the affected employee by histher Division Director and a copy filed with the Director of HUMAN RESQURCI=S
[Personnel] at least five (5) working days prior to the proposed effective date of the action. (Refer to Chapter lll, Sectiol G)

Section 4 - Reasons for Disciplinary Actions
Listed below are some of the reasons which may be causes for disciplinary action, but disciplinary action is not limited to the
offenses listed below:
. Unwillingness or refusal to perform assigned duties properly
. Insubordination (disobedience)
. Chronic or habitual absenteeism or lateness
. Being absent without leave
. Inefficiency
. Unauthorized use of, removal of, theft, or intentional damage to the property of the County or another employee,
independent contractor, or customer
. Giving false statements to any County official or employee, or the public
. Violation of County Ordinances, administrative regulations or intra-departmental rules
Use, sale, or possession of illegal drugs and/or alcohol on the job, on County property, or in County vehicles
Conviction of violation of law bearing on job performance
. Accepting an inducement to perform or fail to perform
Inability to perform assigned duties properly
. Refusal to be examined by a County appointed medical professional when so directed
. Conduct which is unbecoming of a County employee
. Violation of a posted safety, fire prevention, health, or security rule
. Falsification of County records (e.g. hours worked)
. A false statement in an employee’s application for employment
. Abuse of sick leave
. Under the influence of an illegal drug, a controlled dangerous substance, or alcoho! while on the job
. Dishonesty or theft
. Endangering the safety of or causing injury to other personnel or the public
. UNSATISFACTORY PERFORMANCE EVALUATION (SEE CHAPTER V, SECTION 4E)

<CHOIPOUOZZIrX&E—IO TmMmoowyr

Section 5 - Appeal Procedure
If an employee is eligible for an appeal under these Personnel Rules, refer to Chapter IX - Appeals Procedure.

* This Chapter does not apply to certain Directors. Refer to Chapter |, Section 12.
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‘ ' CHAPTER VII*
. SEPARATIONS

Except as otherwise provided for by statutes or by resolutions of the Board of County Commissioners, the following provisions
govern separations affecting employees in the classified service.

All separations of employees from positions in the classified service shall be designated as one of the following types and shall
be accomplished in the manner indicated.

Section 1 - Retirement .
Any employee who is eligible may retire in accordance with the procedure established by the retirement/pension plan in which
the employee participates.

Section 2 - Resignation/Quit

A. To resign in good standing an employee should give his/her Division Director at least fourteen (14) calendar days prior
written notice. Normally, failure to comply with this rule shall be entered on the service record of the employee, shall result
in a denial of re-employment rights, and shall result in a reduction of accumulated annual leave by one day for each
calendar day less than the required fourteen days notice.

B. An employee who fails to report to work for three consecutive work days without authorized leave shall be separated from
the payroll and reported as “quit”. An employee who quits under these conditions may be ineligible for re-employment.

C. A Division Director, with the approval of the Director of HUMAN RESOURCES [Personnel], may exempt from any or all
of these penalties an employee who has given less than the required notice, if in histher judgment exceptional
circumstances warrant such exemptions.

Section 3 - Lay-offs

A. Any involuntary separation for other than disciplinary reasons shall be considered a lay-off.

B. When it becomes necessary to reduce the working force in any department because of the lack of funds or other causes,
factors to be considered in making the decision may include: past performance, length of service with the County, and
length of service in a class. In the event of a lay-off, the County shall attempt to transfer the employee(s) affected to
another department, without reduction in seniority, and if possible, without reduction in pay.

Section 4 - Death

When a regular employee dies while in the classified service of the HUMAN RESOURCES [Personnel] system of Frederick
County, the salary due the employee plus hisfher accumulated annual leave shall be paid to a named beneficiary designated
by the employee, or in the event no beneficiary has been named, to his/her surviving spouse, and if there is no surviving spouse,
to the personal representative of his/her estate or the parties entitled to the estate, as defined in the General Laws of the State
of Maryland pertaining to the distribution of personal property.

Section 5 - Disability
A Division Director may direct any employee under his/her jurisdiction to be examined by a County appointed medical
professional. If a disability of any kind is discovered which impairs the effectiveness of an employee or makes his/her
continuance on the job a danger to the employee or others, the following action shall be taken: .
A. An attempt will be made to make a reasonable accommodation in the current position. If this is not possible, an attempt
will be made to place the employee in a vacant position where the employee is able to perform the essential job functions
for that position. ‘
B. Ifthe employee cannot be placed satisfactorily in another position, or a reasonable accommodation cannot be made, the
Division Director shall separate the employee from the County service. THE EMPLOYEE WILL BE PROVIDED WITH
INFORMATION CONCERNING THEIR BENEFITS PRIOR TO SEPARATION.

Section 6 - Dismissals ’

All dismissals are made by the appropriate Division Director through the Director of HUMAN RESOURCES [Personnel]. No
dismissal of a regular employee shall take effect until a Division Director gives to such employee a written statement setting forth
the reasons therefore and his/her appeal rights and the employee is given an opportunity to respond to the reasons given for
the dismissal. An employee who has been dismissed shall be paid for hislher ACCRUED annual, HOLIDAY, AND
COMPENSATORY leave, and may be denied re-employment rights.

Section 7 - Appeal Procedure
Any separation action provided in this Chapter may be appealed through one of the procedures as provided in Chapter IX-
Appeals Procedure. -

* This Chapter does not apply to c;ertain Directors. Refer to Chapter |, Section 12.
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) ' CHAPTER VIII

ABOLISHMENT OF DIVISIONS, SECTIONS OF DIVISIONS OR POSITIONS; MERGER OF DIVISIONS OR SECTIONS
OF DIVISIONS INTO NEW DIVISIONS; TRANSFER OF POSITION FROM ONE DIVISION TO ANOTHER DIVISION:
INTER-DIVISION TRANSFERS; RECLASSIFICATION; REINSTATEMENT

Section 1 - Abolishment of Divisions or Sections of Divisions or Positions
When a Division (Agency, Board or Commission), a section of a Division or a position or positions are abolished as no
longer serving the best interest of the County, every effort shall be made to provide the affected classified employees of that
Division, section of a Division, position or positions, other job opportunities within their qualifications and skills. This does not
guarantee the affected employee’s position in the same class and rate of pay previously held. .
A. Ifanother job opportunity is unavailable for employees falling under this condition, or if the employee does not wish to
accept another offered position, the employee is to be terminated upon the date the change is to be effected.
B. Severance pay shall be extended to employees terminated under the foregoing paragraph who are not offered another
job opportunity on the following basis: O to 1 year of service: six and one-half (6%2) days of pay; 2 to 10 years of service:
thirteen (13) days of pay; 10 years and more of service: nineteen and one-half (19%%) days of pay.

Section 2 - Merger of Divisions or Sections of Divisions

When a Division (Agency, Board or Commission) or a section of a Division is merged into a new or existing Division,
employees of the merged Division or section of a Division shall be given job opportunities, if available, within their skills and
qualifications within the new Division, but not necessarily within the same class and rate of pay previously held.

If an employee fails to accept the job opportunity presented, the employee is to be terminated upon the date the merger
is to take place and shall not be eligible for severance pay.

Section 3 - Transfer of Position from One Division to Another Division

When a position is transferred from one Division to another Division, the employee in the position shall move with that
. position at the same class and rate of pay. If the employee involved refuses to move with the position, the employee is to
be terminated upon the date of transfer and shall not be eligible for severance pay.

Section 4 - Inter-Division Transfers*
Atransfer of an employee from one Division to another must have the approval of the Director of HUMAN RESOURCES
[Personnel]. An employee who is transferred shall continue at the same pay rate except as otherwise provided.

Section 5 - Reclassification
A. When an employee's position is reclassified to a higher salary grade, the employee’s current rate of pay will be
increased by 3.5% of that rate of pay, or increased to the minimum of the new grade, whichever is higher.
B. When an employee’s position is reclassified to a lower salary grade, he/she shall be placed within the lower grade
range at the same rate of pay; provided, however, that if the current rate of pay is greater than the new grade range
maximum, the rate of pay will be reduced to the maximum of the new grade range.

Section 6 - Reinstatement

Any former employee who has resigned in good standing may be reinstated, if a vacancy exists, to the same or similar .
position with the same Division from which he/she resigned within one year of the date of resignation. The employee may
be reinstated at the same RATE OF PAY [salary] in the pay schedule which he/she had received but cannot be reinstated
at a higher RATE OF PAY [salary]. An employee reinstated under this section is eligible for all benefits accorded with his/her
adjusted date of employment. An employee who is reinstated to regular employment under this section will have his/her
original entry date adjusted for the purpose of annual leave and sick leave computations.

Section 7 - Appeal Procedure

Actions under this Chapter may be appealed through one of the procedures as provided in Chapter IX - Appeals
Procedure, as applicable.

* This Section does not apply to employees transferred from other County divisions into the position of Deputy Sheriff with
the Sheriff's Office. Refer to Chapter |, Section 9.
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: Chapter IX - Appeals Procedure (continued)

Step 3:

Step 4.

If the employee is not satisfied with the decision of the Department Head, he/she may request a hearing watl, .11}
a decision by the Division Director, if applicable, regarding the grievance. This request must be presented in wiiiing
to the Division Director within five (5) working days of the receipt of the Department Head’s decision, and set {aiif:
the facts on which the grievance is based and the relief requested. Upon receipt of this request, the Division Mireofo:
shall attempt to adjust the grievance and shall respond in writing within five (5) working days.

If the employee is not satisfied with the decision of the Division Director, he/she may request a decision throuui (he
Director of HUMAN RESOURCES [Personnel], by the Board of County Commissioners, or the appoiniing cu oy
if different than the Board of County Commissioners. This request must be presented in writing to the Diic(ior of

-HUMAN RESOURCES [Personnel] for the Board of County Commissioners, or the appointing autherity if ¢ific ond

than the Board of County Commissioners, within five (5) working days of receipt of the Division Director's decicion.
and set forth the facts on which the grievance is'based and the relief requested. Upon receipt of this requc:.i 10i ¢
hearing, the Board of County Commissioners or the appointing authority shall set a date, time and a ploce (o o
hearing to be held not less than five (§) hor more than twenty (20) working days after receipt of the requeni. o
employee must be notified in writing of the decision within ten (10) working days. The decision of the Lioaid «f
County Commissioners or the appointing authority is final.

Section 3 - Specific Conditions of All Appeals

mog O wp

. The appealing employee shall have the right to appear with a representative of his/her choosing.

. The failure of the employee to appeal a decision to the next higher stage within the designated time shall constitiic «
withdrawal and shall bar future action by the employee.

. The failure of a Division Director to communicate his/her decision within the designated time shall permit the emiployce
to proceed to the next stage of the appeal.

. The employee may withdraw the appeal at any time by written notice.

. All written material concerning an appeal of any type shall become a part of the personnel record of the employee

involved, unless otherwise agreed by both the employee and the appointing authority.
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CHAPTER X
ATTENDANCE, HOLIDAYS AND LEAVE

Section 1 - Hours of Work

The hours of work for all County employees shall be determined by the Board of County Commissioners.

Section 2 - Attendance
Each Division Director shall be responsible for the attendance of all persons in his/her department.

Section 3 - Holidays *¢

A. The following days are designated as regular holidays for employees in the classified service. The dates of {lic« -

holidays will be determined by the Board of County Commissioners.
New Year’s Day
Martin Luther King, Jr. Day
Presidents' Day
Good Friday
Memorial Day
Independence Day
Labor Day
Columbus Day
Veterans' Day
Thanksgiving Day
Friday following Thanksgiving Day
Christmas Day
| Primary, General and Special Election days as they may occur

B. When a holiday falls on Saturday, employees shall be entitled to the Friday preceding said Saturday in observance of
such holiday. Whenever a holiday falls on Sunday, the following Monday shall be considered a holiday. Holidays which

occur during annual leave shall not be charged against annual leave.

C. Clarification of holiday work: In order to eliminate any confusion among employees who are working in
departments/divisions that must operate on a regular 24-hours a day, seven days a week schedule, or on a regular six
or seven days a week schedule, or on a schedule that is necessary to provide a public service on certain holidays, the

following policy is hereby implemented:

1. Inthose departments and/or divisions where the regular work schedule calls for work on certain holidays (such

| as may be the case in Parks and Recreation, Department of Aging and any other department/division that may

be specified as coming under this provision) in order to provide a service or convenience to the general public,
employees of these departments shall be given another “paid day off” in lieu of the holiday.
a. Employees working holidays under this provision shall be paid at their regular hourly rate.
b. [It shall be the responsibility of the Division Director to keep ] A record of employees who work holidays
and are eligible to accrue a “paid day off’ WILL BE MAINTAINED BY THE PAYROLL DEPARTMENT.
This “paid day off’ shall be requested by the employee in writing in advance of the actual “paid day off” in
order that the Division Director may make any arrangements necessary so the absence does notputan
uncalled-for burden on the work of the department and/or division.
c. “Paid days off” in lieu of holidays must be taken within the calendar year of the holiday that created the
“paid day off’ benefit.

. In those departments and/or divisions that must operate on a regular 24-hours a day, seven days a week

schedule, or where the regular work schedule calls for work on holidays due to the nature of operation of the
department/division (such as the Adult Detention Center, Landfill, Citizens Nursing Home and Emergency
Communications Center, and any other department/division that may be specified as coming under this provision)
the employees shall be paid at their regular rate for hours worked plus their regular “holiday pay”.
a. Ifan employee desires to waive the regular “holiday pay” and receive a “paid day off” at a later date, he/she
shall make that decision prior to actually working the holiday and notify in writing on a standard request
form, the Division Director who shall keep a record of all such requests.

* This Section does not apply to certain employees of the Sheriff’s Office. Refer to Chapter I, Section 9.
4 This Section does not apply to certain employees of the Emergency Services Division.
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’ Chaf)ter X - Attendance, Holidays and Leave (continued)

b. “Paid days off’ in lieu of holiday pay must be taken within the calendar year of the holiday that created the
“paid day off’ benefit.
c. Under no circumstances is an employee entitled to “holiday pay” and a “paid day off” for the same holiday.
3. In those departments and/or divisions that must operate on a regular 24-hours a day, seven days a week
schedule, or in those departments/divisions that have a regular schedule that calls for work on a holiday, and
it happens the schedule provides for the “holiday” being an employee’s regular day off, the employee is NOT TO
BE PAID for the holiday at the time the holiday occurs. Instead, he/she is to be given a “paid day off’ during
his/her regular work schedule in lieu of the “holiday”. This “paid day off” must be provided and used by the
employee within the calendar year of the holiday that created the “paid day off” benefit.
4. Holiday pay and “paid day off’ pay is the same rate of pay for the same number of hours provided the employee
for a regular working day, but never to exceed a total of eight hours.
Holiday pay and “paid day off’ pay SHALL NEVER BE COMPUTED in any work week as contributing to an
overtime rate of pay.
A Division Director may authorize any employee to work a holiday and receive a “paid day off".
. The County Manager or his/her designee may authorize “paid days off” in lieu of holidays to be carried over to
the following calendar year for good cause.

~No o

Section 4 - Annual Leave

A. Annual leave is granted to an employee based upon the length of employment.

1. Employees with up to two years of service earn annual leave at the rate [three-eights day per pay period, which
is equivalent to] of nine and three-fourths (9%) days per year.

2. Employees with two to ten years of service earn annual leave at the rate of [five-eights day per pay period, which
is equivalent to] sixteen and one-fourth (16%) days per year.

3. Employees with ten years of service or more earn annual leave at the rate of [seven-eights day per pay period,
which is equivalent to] twenty-two and three-fourths (22%) days per year.

B. [a] The maximum number of annual leave days an employee can carry over from one calendar year to the nextis thirty
(30) days. Any days in excess of thirty will be converted to sick leave in the first pay period of the subsequent calendar
year. The County Manager may authorize an employee to carry over more than 30 annual leave days from one
calendar year to the next if the County Manager determines that an extraordinary project reasonably prevents that
employee from taking annual leave during the calendar year.

. [b.] An employee must have been employed for six (6) consecutive months before he/she can take annual leave.

. [c.] Annual leave cannot be authorized until it has been accrued.

. [d.] No allowance shall be made for sickness or incapacity of an employee on annual leave.

. [e.] Under proper termination procedures as defined in Chapters VI, VIl and Viil, an employee shall be entitled to be
paid for all accrued and unused annual leave.

. [B.JRequests for leave: Leave may be taken only after approval by the appropriate authority, but every employee shall
be afforded the opportunity to take annual leave during the year, if properly requested.

. [CJAnnual leave may be used, if requested properly, for vacation purposes or for portions of a day used for personal
reasons.

I O Mmoo

Section 5 - Sick Leave
A. Sick leave will be granted to an employee by the same procedure set forth for annual leave in Section 4 of this chapter.
1. There shall be no limit upon the amount of sick leave an employee may accumulate. Sick leave may be taken
by an employee from the date of histher employment.
2. When sick leave is permissible:
a. Sick leave shall be allowed in case of the employee’s actual sickness or disability, including pregnancy
of the employee, and necessary medical and dental appointments.
b. Sick leave shall also be allowed for the purpose of caring for the actual sickness, disability, or necessary
medical/dental appointments of an employee’s child, dependent, spouse, parent, or parent-in-law.
3. In order to receive compensation while absent on sick leave the employee must notify his/her supervisor prior
to or within one hour after the time set for beginning his/her daily duties, unless the employee is soill as to be
incapable of notification.
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‘ Ch;ptér X - Attendance, Holidays and Leave (continued)

4. The Director of HUMAN RESOURCES [Personnel], upon written request by the Division Director or approptic.-
authority, may require that the employee be examined by a County appointed medical professional at any .

5. The Division Director, or appropriate authority, with the approval of the Director of HUMAN RESOURC 5%
[Personnel], in order to prevent abuse of sick leave or to assure medical attention for an employee, may insfiiuic
a policy whereby an employee may be required to submit a medical certificate signed by a duly licensed nefice!
professional which authenticates a period of illness of one day or more. Examples of sick leave abusc ..o
include, but are not limited to, the following:

a. Any pattern of sick leave usage, such as the use of six days in a six month period, one or two days ~/ .
time.

b. Habitual sick leave absences on Mondays, Fridays, and/or the days immediately before and after hotlic ..

c. Any employee who has no significant accumulation of sick leave after at least three to five years of seivic:.,
without sustaining a major illness during that time period.

6. Employees suspected of abusing sick leave privileges will be notified and appropriate disciplinary @ tici:
taken.

7. Upon termination of employment, an employee SHALL NOT be paid for any accrued and unused sick lcave.

B.  Returning from sick leave: Upon returning from sick leave, the County may request from an employee a certification
from a licensed medical professional or a County appointed medical professional that he/she is able to perform sl
the duties of his/her position to 100% capability.

1. If any employee cannot perform the duties of histher position up to 100% capability, he/she may be refused the
right to return to work until this capability is reached.

2. If, as aresult of an iliness, an employee cannot perform the essential job functions of his/her position, upon the
employee’s request, an attempt will be made to make a reasonable accommodation and to place the employee
in a position where he/she is capable of performing the duties which the position requires. If a reasonable
accommodation cannot be made, the Division Director shall separate the employee from the County service.

Section 6 - Sick Leave Incentive

A. In an effort to reward those regular employees who sparingly use their sick leave, the County will, at the end of every
calendar year, pay employees for up to three (3) days of pay not to exceed $75.00 per day. If an employee goes
throughout the twelve (12) month period between the first pay period in January and the last pay period in December
without using any sick leave [at all], the County will pay a three (3) day bonus to that employee not to exceed a
maximum payment of $75.00 per day. If an employee uses one (1) day sick leave, he/she will receive a two (2) day
bonus and if the employee uses two (2) days sick leave, he/she will receive a one (1) day bonus. Any portion of a day
will be paid on a pro rated basis. Use of three (3) days sick leave or more during any calendar year will warrant no
additional pay.

B. if an employee uses sick leave due to a work related injury or must visit a medical professional at the direction of the
County due to a past work related injury, the time used will not adversely affect the calculation of the sick leave bonus.

C. To be eligible for this bonus, a regular employee must be employed with the County at least 12 months as of the last
pay period in December.

D. IF AN EMPLOYEE DONATES SICK LEAVE THROUGH THE SICK LEAVE DONOR PROGRAM, THE SICK LEAVE
DONATED WILL NOT ADVERSELY AFFECT THE CALCULATION OF THE SICK LEAVE BONUS.

Section 7 - Annual Leave and Sick Leave Records

A. Regular employees shall have their annual leave and sick leave records recorded on each pay period’s check stub.
Regular part-time employees are entitied to ACCRUE a proportionate percentage of annual HOLIDAY and sick leave[s]
in relation to the work hours of REGULAR full-time employees for the same position.

B. An employee shall not be allowed to accumulate annual, holiday and sick leave while on sick leave in excess of sixty
(60) working days in A 12 CONSECUTIVE MONTH PERIOD [any calendar year].

C. If an employee is on sick leave in excess of sixty (60) consecutive working days, or a combination of sick leave days
in excess of sixty (60) working days in any calendar year, histher beginning date of employment will be adjusted to
the total number of days over sixty (60) for computing annual and sick leave only.
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Chapter X - Attendance, Holidays and Leave (continued)

Section 8 - Extended Sick Leave (When earned sick and annual leave are exhausted)

If a regular employee has an extended iliness or is absent as a result of an off-duty accident for an extended period of fitr:.
and has used all of his/her sick leave and annual leave, the County provides, upon proper application to the Deparirnent of
HUMAN RESOURCES [Personnel], an extended sick leave benefit that provides payment of one-half the employee’s week Ey
salary for the remaining period of illness up to one year from the date the extended sick leave began. This benefit may 1.0i
exceed one year in a three year period. The Director of HUMAN RESOURCES [Personnel] may request that the ermploye:
be examined by a County appointed medical professional at any time.

An employee shall not be allowed to accumulate annual, holiday and sick leave while on extended sick leave.

Section 9 - Sick Leave Donor Program

A sick leave donor program has been established to assist employees who have exhausted all of their accrued fcayv: .
Parameters of this program are available under separate cover from the Department of HUMAN RESOURCES [Personnell.
Under this program:

A. Aregular employee may donate leave hours (of any type) on an as-needed basis, to another regular employec wiies

m OO W

meets the criteria.

. Any regular employee who is eligible to accrue sick leave benefits and has completed 6 months of probationary siarus

is eligible to receive benefits under the sick leave donor program.

. An eligible employee may use this benefit in the case of the employee’s illness, injury or disability.
. An eligible employee may use this benefit for the purpose of caring for the iliness, injury or disability of his/her child,

dependent, spouse, parent or parent-in-law.

. This benefit is limited to 60 working days within 12 consecutive months.

Section 10 - Military Leave

A.

E
F.
G. An employee returning from military service shall have a maximum of one year's service credited toward his/her length

H.

A regular employee who leaves the service of the County for the purpose of enlisting in the armed forces of the United
States (armed forces means U.S. Army, U.S. Air Force, U.S. Marines, U.S. Navy, U.S. Coast Guard, U.S. Public Heslth
Services, and any special military unit under the direction of the foregoing branches of service), shall be granted a leave
of absence without pay and shall be entitled to be reinstated in his/her former job classification or to a position of like
seniority status and pay grade unless the circumstances of the County have so changed as to make it impossible or
unreasonable to do so. This leave shall not be granted beyond the first voluntary enlistment unless a nalional
emergency exists.

. A regular employee who is drafted or recalled to active duty by reason of his’her reserve or other status shail be

granted a leave of absence without pay and shall be entitled to be reinstated in his/her former classification ot ic a
position of like seniority status and pay grade unless his/her position has been abolished in the time between his/her
last day of work and application for return. This leave shall not be granted beyond the first voluntary enlistment unless
a national emergency exists.

. Application for reinstatement shall be made as follows:

1. Application for reinstatement must be made within ninety (90) days after discharge from active service or within
one year if hospitalization continues after discharge; and
2. Employee presents copy of honorable discharge or certificate showing satisfactory completion of service.

. Any regular employee who is a member of any United States military reserve or national guard unit and is required to’

engage in annual training exercises will be granted leave with pay for a period of time not to exceed fifteen (15) days
in one year, if it will not result in harm to the interest of the County. County compensation will continue in effect during
the time of military leave.

. When an employee returns from a military leave of absence, and the original posntlon is upgraded or reclassified, the

employee is eligible for the upgraded/reclassified position if qualified.
No type of military leave shall be deducted from other types of leave earned by the employee.

of service with the County for leave accrual purposes only.
Temporary employees as defined in Chapter IV, Section 2 are not included.

Section 11 - Educational Leave

A regular employee may be given educational leave without pay for the purpose of taking courses dlrectly related to his/her
work. Request for such leave must be approved in advance by the Division Director and the Director of HUMAN
RESOURCES [Personnel]. Since the time required for educational leave may vary from case to case, the Director of
HUMAN RESOURCES [Personnel] may review and decide the merits of each case.
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! Clhap:ter X - Attendance, Holidays and Leave (continued)

Section 12 - Bereavement Leave

A. Permission for leave for maximum periods of three (3) working days, depending on need, shall be granted fc o, v
regular or probationary employee by the Division Director in the event of death of one of the following members of it
family: spouse, children, parents of employee or spouse or others who took the place of parents, grandparenis o1
employee or spouse, grandchildren, brothers and sisters of employee or spouse, and other relatives living as membse/«
of the employee’s household. Iftravel requiring staying away from home overnight is involved, additional days v [
allowed and charged against sick leave.

B. Aregular or probationary employee shall be permitted to be absent from his/her duties without loss of pay or ¢lic:4)..
against leave credits for the purpose of attending the funeral of other people outside of the immediate family, Aif
being granted leave with pay for this particular reason for any day or substantial portion of a day, he/she is expecicc
to return to duty. Failure to return to duty when possible will result in charge to annual leave, or leave without [ay.

Section 13 - Jury Leave )

A regular or probationary employee shall be permitted to be absent from his/her duties without loss of pay or chaic
against leave credits for the purpose of serving on a jury. If the employee is excused or released by the Court for sny oy
or substantial portion of a day, the employee is expected to return to duty. Failure to return to duty when possible shall tcoul.
in charge to annual leave, or leave without pay. To receive histher regular rate of pay while on jury duty, the employee chall
produce evidence to the Department of HUMAN RESOURCES [Personnel] of jury attendance.

Section 14 - Leave Without Pay

A Division Director may grant a regular employee a leave of absence without pay for a period not to exceed one vcar.,
Failure of an employee to return to duty upon the expiration of his/her leave without pay shall be interpreted as a resignalivi.
Leave without pay shall be granted only when it will not result in harm to the interest of the County as an employer beyond
any benefits to be realized. If the employee is on a leave of absence in excess of thirty (30) CONSECUTIVE calendar days,
his’her beginning date of employment will be adjusted by the total number of calendar days over thirty (30) for computing
annual and sick leave only.

Section 15 - Absence Without Leave

An absence of an employee from duty, including any absence for a single day or part of a day, that is not authorized by
a specific grant of leave of absence under the provisions of these regulations shall be deemed to be an absence without
leave. Any such absence shall be without pay and may be subject to disciplinary action. In the absence of such disciplinary
action, any employee who absents himself/herself for three (3) consecutive working days without leave shall be deemead to
have quit. Such action may be reconciled by a subsequent grant of leave if the conditions warrant.

Section 16 - Disability Leave
A regular, probationary or temporary (non-County funded) employee who is temporarily disabled in the line of duty shall
receive full pay for the period of histher disability without charge against his/her annual or sick leave, subject to the following
conditions:
A. Provided that the disability resulted from an injury or illness sustained directly in the performance of the employee's
work, as provided in the State Worker's Compensation Act. ,
B. Ifincapacitated for his/her regular employment, the employee may be given other duties with the County government
for the period of recuperation. Unwillingness to accept such an assignment as directed by the Division Director or the
Director of HUMAN RESOURCES [Personnel] will make the employee ineligible for disability leave during the time
involved. i
C. A County appointed medical professional shall determine the physical ability of the employee to continue working or
to return to work.
D. Disability leave shall not exceed ninety (90) working days for any one injury, and after ninety days said employee may,
at his/her request, be placed on sick leave.
E. Payment of disability leave is also contingent upon the assignment of Worker’s Compensation checks for the first
ninety-day period to the County.
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Chapter X - Attendance, Holidays and Leave (continued)

Section 17 - Compensatory Time

A. All non-exempt employees (i.e. those who are eligible to receive overtnme) will be eligible to accrue and oo
compensatory time.

1.
2.
3.

“Compensatory Time"” means time worked by a non-exempt employee in addition to the standard work [,ouie
in the regular work week for the particular position.
Compensatory time must be approved in advance by the supervisor before the time is accrued of vcca. 1
addition, the supervisor will decide whether compensatory time will be given instead of overtime or straighi i«
For a non-exempt employee whose regular work week is 35 hours, compensatory time will be accrued ci .
hour-for-hour basis for hours worked above 35 in a week but NOT GREATER ([less] than 40 hours. |-l i
employees, with the exception of Firefighters, hours worked above 40 will be accrued on a 1% hour-ici-licur
(time and a half) basis.

(e.g. for a 35-hour employee)

37 hours worked = 2 hours compensatory time

42 hours worked = 5 hours + (2 hours x 1%4) = 8 hours compensatory time
Accumulation of compensatory time will be limited to the employee’s regular work week (e.g. 35-hour employces
will be limited to 35 hours, 40-hour employees to 40 hours). Accumulated, but unused compensatory e will
be paid to non-exempt employees at the time of separation.
Before compensatory time may be approved or accrued, the employee must first sign a Compensatory Time
Agreement (Appendix 3). The signed Compensatory Time Agreement will be kept in the employee’s personnel
file, in the HUMAN RESOURCES [Personnel] office.

B. Exempt employees (those employees who are designated as exempt from receiving overtime) are not eligible for
compensatory time, but can compute pay period hours on a cumulative pay period basis, rather than on a daily basis.
(e.g. an employee who is regularly scheduled to work 70 hours in a two-week pay period can work flexible hours during
that period as long as the hours total at least 70 during the two-week pay period)

1.
2.

Working hours must be approved in advance by the Division Director.

Generally, leave (not compensatory time) must be used for absences of one day or more. This subseciion is
not intended to allow an exempt employee to work less than a five-day work week on a regular basis, exciuding
holidays.

. As an incentive for working on an extraordinary project, the County Manager may authorize an exempt employee

to accumulate compensatory time on a cumulative basis for a time period longer than one pay period. The
maximum accumulated compensatory time will be determined by the County Manager. Accumulated but unused
compensatory time will not be paid to exempt employees at the time of separation.

Section 18 - Family Leave
A. In addition to other types of leave mentioned in this chapter, regular employees are eligible for family leave. Upon
request and approval, in advance, by the Division Director, regular employees are eligible to receive a total of twelve
(12) work weeks of leave (paid or unpaid) during any 12 month period (measured forward from the first date the eave
begins) for one or more of the following conditions:

1.
2.

Birth of a son or daughter;

Placement of a son or daughter with the employee for adoption or foster care;

Care for spouse, son, daughter, parent or parent-in-law who has a serious health condition; or

A serious health condition of the employee.

Al eligible accrued leave (e.g. annual, sick, holiday and/or compensatory) must be exhausted before family leave
can be used and will count toward the maximum total of 12 work weeks of family feave within a 12 month period.
The County will continue the employee’s health care coverage at the regular employee’s rate as long as all
employee contributions are paid during the unpaid leave periods. However, if the employee does not retuin to
work, the employee will be responsible for the County’s portion of the premiums for the unpaid leave period.
Arrangements must be made with the HUMAN RESOURCES [Personnel] office.

. During the unpaid family leave periods, sick leave and annual leave will not be accrued.
. While the employee is using family leave, the employee’s position will be protected, and the employee will return

to the position at the same grade and step at which he/she left.

. Whenever the need for family leave is foreseeable, the employee must provide 30 days advance written nofice

before the leave is to begin.
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B. Whenever the leave request is for a serious health condition, the County will require that a request for leave be
supported with certification from the health care provider of the employee, spouse, son, daughter, parent or parent-in-
law. Certification form WH-380 must be used.

1. If the validity of the certification letter is in doubt, the County may request that the employee obtain a second
opinion, [-] at the County’s expense, [-] from a health care provider designated by the' County.

2. Ifthere s a conflict of opinion between the two health care providers, the County may request the employee to
obtain, at the County's expense, an opinion from a third provider jointly approved by the County and the
employee.

C. Family leave shall terminate:

- When the employee, spouse, son, daughter, parent or parent-in-law is no longer affected by the serious health
condition;

» [fthe employee fails to provide documentation to continue the leave when requested,;

» When the employee has exhausted the maximum period of time eligible for leave, however the employee may
request an additional leave of absence in accordance with the Leave Without Pay section of the Personnel Rules
(Chapter X, Section 14); or

» |fthe employee accepts other employment.
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CHAPTER XI

MISCELLANEOUS INSURANCE AND BENEFITS
[EMPLOYEE LIABILITY, INSURANCE COVERAGE AND RETIREMENT BENEFITS]

Section 1 - Worker's Compensation
A. County employees are fully protected in the event of an injury arising out of and in the course of employment. Frederick
County provides for its employees’ liability and gives each employee full protection under the Worker's Compensation
laws of the State of Maryland.
B. To be sure of coverage under Worker's Compensation insurance, each employee must immediately report any injury
sustained to his/her supervisor who, in turn, contacts the Risk Manager for proper action. Failure to report an injury may
affect a claim for coverage.

Section 2 - Retirement Systems

A. On July 1, 1993, Frederick County established the Frederick County Employees Retirement Plan for County
employees. The Frederick County Employees Retirement Plan is a defined benefit pension plan. All regular
employees hired on or after July 1, 1993, are required to participate in the County’s plan as a condition of employment.
The majority of support for the plan is provided by the County. However, employees also are required to make
contributions to the plan. The amount of the required contribution depends on whether the employee is a uniformed
employee or a non-uniformed employee. Retirement benefits are payable at normal, early or delayed retirement.
Retirement benefits are also payable at termination, in the event of death or disability. At orientation, employees are
provided a summary plan description which explains the plan in greater detail.

B. Regular employees employed by the County before July 1, 1993, had a one-time option to transfer to the County plan
from the Maryland State Retirement or Pension System. Employees who elected to remain as participants in the State
plans are subject to the provisions governing those plans.

C. Employees of the Frederick County Public Libraries participate in the Maryland State Teacher's Pension System.

Section 3 - Social Security
Social Security benefits are provided for County employees through payroll deductions from employees and matching
funds provided by the County.

Section 4 - Health Care Plans

Each regular County employee may elect to join a Health Care Plan. The employee’s share of the cost shall be
determined in the annual budget by the Board of County Commissioners and will be paid by means of regular payroll
deductions.

Complete information on the Health Care Plans will be provided for the employees in separate booklets.

Section 5 - Life Insurance

The County provides and pays the premium for insurance equal to two times the regular employee’s annual salary (or four
times the annual salary in the event of accidental death). The Department of HUMAN RESOURCES [Personnel] will provide
beneficiary forms for the employee to complete.

A voluntary life insurance program is offered to regular employees. Through this program regular employees may
purchase individually owned life insurance for themselves and for their spouses and dependents. Employees may enroll
on an annual basis.

Section 6 - Employee Assistance Program

The County offers an Employee Assistance Program that provides employees and their families confidential assistance
in resolving problems that affect their personal lives and job performance. More information may be obtained from the
Department of HUMAN RESOURCES [Personnel].

Section 7 - Deferred Compensation Plan

Each regular County employee may elect to join the Deferred Compensation Plan which is a federally approved pre-tax
retirement savings incentive program. The County does not contribute on behalf of the employee. Complete information
on the Deferred Compensation Plan may be obtained from the Department of HUMAN RESOURCES [Personnel].
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CHAPTER XII
EMPLOYEE EDUCATIONAL PROGRAM

Section 1 - General
The employee educational program is established for the mutual benefit of both Frederick County Government and ihic.
regular employee. The program has two parts:

A.

B.

The first part of the program, commonly known as the County Plan, provides: a) 75% of the cost of tuition, Looks,
registration fees, charges per credit hour or similar charges for a regular employee who completes a course rolaied
to current job requirements or promotional opportunities with Frederick County Government, or b) 50% o! ...
aforementioned costs for courses that are a part of the accomplishment of a degree, certificate or professioi .| or

technical accreditation program which may be essential to or a requirement for any promotional opportunities viithin

Frederick County Government.

1. Reimbursement s limited to two (2) courses per semester and to a maximum of $2,000 [1,250] per fiscal ycar.

2. Courses of study eligible under this program include credit and non-credit courses, correspondence cauises,
and extension courses.

3. Agrade of “C" or better or the numeric equivalent s required for reimbursement for all credit courses. Nen -credit
courses, home study courses, and proficiency examinations require a letter from the college or institution or a
certificate verifying satisfactory completion.

4. Mileage allowances or other travel reimbursements are not considered as a part of this program

5. All requests for educational funds must be approved or disapproved by the Division Director concerned, and
directed to the Director of HUMAN RESOURCES [Personnel] for final action PRIOR to the registration for the
course.

The second part of the program, commonly known as the Frederick Community College (FCC) Plan, provides:

1. The waiver of the cost per credit hour for employees enrolled in courses at FCC that relate to current job
requirements or promotional opportunities with Frederick County Government, or

2. The waiver of the cost per credit hour for employees enrolled in courses that are not job related but are a part
of the accomplishment of a degree, certificate or professional or technical accreditation program. These costs
will again be waived if the employee has taken a job related course the previous semester. The same conditions
outlined in Section 1A #1-5 above apply to the second part of the program known as the FCC Plan.

Section 2 - Application Procedures and Use of Request for Education Funds

m moOogoOow>»

. Application for educational funds will be made on a Request for Educational Funds form.

. The employee should describe as completely as possible the courses for which he/she is requesting reimbursement.
. All requests for funds shall first be presented to the Division Director for hisfher recommendation.

. The employee and Division Director shall determine whether the required course is directly related to his/her position.
. The Director of HUMAN RESOURCES [Personnel] shall indicate the final action and return the original to the

employee.

. When the application has been finally approved and returned to the employee, he/she may enroll for the approved

course and may expect to be reimbursed in accordance with the commitments made on the Request for Educational
Funds.

- Upon completion of the approved course, the employee shall forward to the Director of HUMAN RESOURCES ,

[Personnel] the following:
1. Original copy of the Request for Educational Funds certifying histher completion of the course,
2. Copy of grades or other evaluation, and
3. Copy of invoice showing the amount due the employee. N
4. For courses taken at FCC, the cost per credit hour has already been waived. Therefore, the employee must
provide a copy of grades or other evaluation.

. The HUMAN RESOURCES [Personnel] office shall record the amount to be reimbursed on the original Request for

Education Funds, and attach a copy of the grade(s) and any receipts and forward to the Accounting office for payment.
The Accounting office will verify cost and prepare the final check.
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Section 3 - Conditions for Reimbursement

A. Forthe County Plan, the course must be completed with a grade of C or equivalent. If the employee withdraws {ici:
the course before completing same, reimbursement will not be made by the County.

B. Forthe FCC Plan, the course must be completed with a grade of C or equivalent. in the case where an employee doca
not receive a grade of C or better, the employee will be responsible for reimbursing the County for all costs foi I«
course taken.

C. If the employee leaves County employment within the period of one year after completion of the course, he/sh i
reimburse the County for the course taken.

D. If the County's employee educational program is used in conjunction with any other scholarship, grant or 0.1,
educational benefit, the County will consider reimbursement of covered costs remaining after application of pay: ici.
from such other benefit source(s). The amount reimbursed by the County will be the lesser of a) the actual amount
applicable under the appropriate Frederick County plan, or b) the portion of remaining costs eligible unccr (i
appropriate Frederick County plan which, when paid, will result in the employee having received a cumulative 100%
reimbursement of covered costs through all of histher educational benefit sources.
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